
Creating a Requisition for Modification for a 
Funds Increase 
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If a Requisitioner or COTR wants to increase the amount of the obligation on a Purchase 
Order, Contract, or Delivery Order, then a Funds Increase (Requisition for Modification) 
is required in order for Procurement to issue a Modification to increase the obligation.  
The Requisition for Modification is initiated by the Requisitioner and routed for 
approval. 
 
1. 

 
 
 
2. 

 

Click on “Create 
Document.” 

1. Click on 
“Requisition”, 
under Document 
Type.”

2.  “Requisition 
Type”, select 
“Requisition for 
Modification.” 

3.  Select your 
“Requisition for 
Modification 
Numbering Masks.”



 
 
 
3. 

 
 
 
4. 

 

1.  After searching for the Purchase Order, 
Contract, or Delivery Order, click on the 
“Y’ next to the order to choose the line 
items.

2.  Select the 
line item. 

3.  Click 
“Create.” 

Click on “Items” 



 
 
 
5. 

 
 
 
6. 

 

Click on the item 
to edit the 
amount. 
(commitment).

The price shows as 
$10 (which is what 
was on the original 
Requisition).  On the 
next screen it will be 
changed to $110, so 
you can see the total 
amount change from 
$10 to $110. 



 
 
 
7. 

 
 
 
8. 

 

Note that the change 
should reflect the total 
new price not the 
difference.  This 
example shows that the 
unit price has been 
changed to $110, which 
results in a new total 
amount of $110.  If 
necessary, you can also 
increase the quantity. 

1.  Click on 
“Ship To” 

2.  Click on the 
shipping address to 
verify amount 
change.



 
 
 
9. 

 
 
 
10. 

.  

1.  Make sure that the 
quantity and amount have 
updated, if not then change 
them accordingly.

2.  Click 
“Edit” to 
verify 
amount 
change. 

1.  Make sure the new total 
has taken effect.  If it has 
not, then place the cursor in 
the “percent” field and press, 
“tab”.  The amount should 
update.

2.  Choose 
“Submit”. 



 
 
11. 

 
 
 
12. 

 
 

Choose 
“Submit” 

Click “return”. 



 
 
13. 

 
 
 
 
14. 

 

The total amount is now $110, but the 
commitment is only $100.  This reflects that 
we have already committed the $10 (on the 
original Requisition), and this Requisition for 
Modification is committing the additional 
$100. 

Click “Validations” to 
check the document for 
errors. 



 
 
15. 

 
 
 

“Route” the document as you 
normally would to the 
appropriate Approver. 


